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-Once your UIC comes up there is a good chance you will see a lot of
names that are no longer there. Decide if you want to keep or delete.
-The USER ID will be how you modify their account

— -Select one you choose to edit/delete by highlighting and copying
Search: ml their USERID.
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-Right click on the ERM SECURITY ADMINISTRATION LINK

-Open in a new Window or Tab
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-Follow the SAAR tree
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- Now you can choose to either Modify/Delete/ Un-lock Account. You as
the CCC has the power to manage the accounts for your program.

) System Access Authorization Request - (SAAR)
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? S%?;r:; Administration Public Law 99.474, the Counterfeit Access Device and Computer Fraud and Abuse Act of 1984, authorizes collection of this information.
b l:'\:eponnng Tools The information will be used to verify that you are an authorized user of a Government automated information system (AlS) and'or to verify
& ERM Securtty Administration your level of Government security clearance. Although msclogwe of the information is voluntary, failure to provide the information may

n v ! impede or prevent the processing of your "System Authorization Access Request (SAAR)". Disclosure of records or the information

4 EZI:ARSA‘\R contained therein may be specifically discliosed outside the DoD according to the "Bianket Routine Uses™ set forth at the beginning of the
DISA compilation of systems or records, published annually in the Federal Register, and the disclosures generally permitted under 5
- SAAR - Initiate U.S.C. 552A(b) of the Privacy Act.
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- If you are attempting to Modify your own account. Your supervisor (CMC,

LCPO, etc) needs to follow these steps and do it in their account.

[# CIMS User? Career Information Management System



Modify/Delete CIMS(SAAR)
BUPERS 3 Accounts in your UIC

- If your modifying to add or delete UIC’s click on CIMS UIC ACCESS.

+ My Favorites
Career Information

-The supervisor field will be auto populated so you will be the approving
Supervisor for all.
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-For all CIMS accounts always put CIMS SUPER FAM PRIMARY.

- Once complete click OK and the SAAR will go directly to the CIMS

SUPERFAM for approval.

1P My Favorites
> Career Information
Management
1> Employee Self Service
> Electronic Senvice Record
[ Contract Administration
[ Workiist
[ Reporting Tools
[ ERM Security Administration
< ERM - SAAR
< SAAR
- SAAR - Initiate
10 My Profile
- NSIPS Report Manager
- Change Iy Password

Route S

AAR for Final Approval

J

Name

K g

CIMS Super FAM Primary 62980

L] 62980

O SEAL SWCC NSW SuperFAM Primary 00074

0 NSIPS/ESR Super FAM Secondary 652980

O SEAL SWCC NSW SuperfAM Second 3593A

0 NSIPSESR Super FAM Primary 52980
Note:

Command
COMNAVPERSCOM MILLINGTON TN

COMNAVPERSCOM MILLINGTON TN
COMNAVSPECWARCOM
COMNAVPERSCOM MILLINGTON TN
CENSEALSWCC SAN DIEGO CA
COMNAVPERSCOM MILLINGTON TN

Operator(s) displayed in this style are the Manpower & Personnel FAM(S)1SSO(s)NAN(s) and
transactions can be routed to them if there are no Local FAM(S)1SSO(s)NAL(S) set-up for your

Activity.

ancel

Man Power & Personnel FAM
Man Power & Personnel FAM
Man Power & Personnel FAM
Man Power & Personnel FAM
Man Power & Personnel FAM

Man Power & Personnel FAM
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* Questions please call NCC(SW/AW) Chris Kinstle-
901-874-2533 or email christopher.kinstle@navy.mil
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